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OFFICE OF THE SECRETARY OP =ATE 

OI?PARNENT OF ARCHIVES AND HISTOR', 
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, APPLICATION FOR 
. 
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. INSTRUCTlONS: See No. 76-AM-! far insvrrca'hons an mmpleting this  %rm. Forward signed driginal to 
Records Management Division, 330 Capitol Avenue, Atlano. Georgia, 30334. 3rponment of ? 

; i  
I .  Attention: Scheduling Section. 

Operations D i v i s i o n  
Post O f f i c e  Box 2406 

-Savann,ah, Georgia ,31402 . -. . 
- , , ., . . . 

Sandra Jones --r - ' o ~ e r a t i b n s  9 64-1721. # 247 f . : t : : 3. Action Rqumed 
1 3 Estaoiivl Retention will continua to accumulate. 

& 0 Oisposa of present further acwmubtion antidoated. i *. X Amand Aooliution No. 79-27 
' 4. b3nS Cf w 6 S  

CheckOna: U Cbanqe: F Supercede: a Void 
5. Records Sarias m8 ffd/wed by a'de csed in of?fc8: if different) 

f Eutks: ban 
1 

* 1971 To Date Ind i v idua l  Ship Import F i l e s  
What isthe function of the Civisian and the c)ffica in which this rraDrd series is created? 

: The D i r e c t o r  of  Operations a s s i s t s  the  Execut ive D i r e c t o r  i n  t h e  managerial f unc t i ons  of t h e  

: 

i 
Georgia Por ts  A u t h o r i t y  and i s  responsib le  for  t h e  operat ions of  t h e  Savannah Sta te  Docks 8 
Rai l road Company, Savannah S ta te  Docks & Warehouses - Garden C i t y  and Ocean Terminal, Augusta 
S ta te  Docks - Barge Terminal, Bainbr idge S ta te  Docks - Barge Terminal 8 Brunswick S ta te  
Docks & Warehouses. He a l so  handles t h e  f u n c t i o n  o f  leases, i nc lud ing  n e g o t i a t i n g  leases 
f o r  a l l  d i v i s i o n s  o f  t h e  P o r t  Au tho r i t y ,  and w i t h  commercial and i n d u s t r i a l  concerns for  
use of  space provided by t h e  Georgia Por t s  Au tho r i t y .  

The O f f i c e  Manager i n  which t h i s  f i l e  i s  created supervises t h e  work o f  t h e  warehouse, 
b i  I I ing, import and expor t  departments, analyzes sh ips '  schedules, coord inates t h e  processlng 
o f  a l  I paperwork w i t h  f i e l d  d i v i s i o n s ,  insures t h a t  a i  I paperwork i s  p roper l y  prepared and - 
c a r e f u l l y  balanced and v e r i f i e d  against  documentation received, f a c i l i t a t e s  exped i t ious  cargo 
hand1 ing. 

i 
1 

I 7. Record Wm Dewiption t h i s  file contains the foll&hg aodimnts lindude f& numbersand'tides, if my}: '  I - .  
Am& ampler of the file. 

- .  ~ 

Documenting t h e  incoming cargo o f  var ious  ships.  
.~~ 

/ I  - Documants relating to: 
_. ~ 

I 

, .  _. ~~. , . 
, 1  

Cargo discharge orders,  temporary cargo rece ip ts ,  del  i de ry  o+ders, 
custom re lease orders,  cargo del i v e r y  t a l  1 ies ,  cargo o u f f u f n  Feceipts 
( f i n a l  cargo r e c e i p t ) ,  invo ices  f o r  cargo. 

I 

A lphabe t i ca l l y  by sh ip  name, by date. f ilo is arranged: 

-i 8. Monthly Reforona Rat. How often are records referred to which are: i One to six months.oid .*i Seve; to welm months old da l y  ; Thirt8en td twenrpfour months old 3-4 

1 twenty-five months and older.-- 

19. & l l " U d W  
LettRr-drC drawers ; ~ i . s in 'dr ; twerr  .A,; Shelves --- I 



i Dup l i ca tes  f a l l  under S t a t e  Wide Common Schedule 34 (B) 

/ mesa inmuctbns apply m all prior and future iaumulationt of the wries. 

I '  ' /  -/ / I 

FIecommendations in para- 
graph 12 are apgroved. 
(If disapproved, rrrad, l e m  
of expfalwtlm..l 

. - . . . 
Atnrney CeneraliOesiqea 
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! FOR AGENCY USE . -  
-\ooiiation Data 

jhmlication Number 
1 1-30-78 

i 50 

I 
I 

induded are: Cargo discharge o iders,  temporary cargo rece ip ts ,  d e l i v e r y  orders, 
customs re lease orders, cargo d e l i v e r y  t a l  I ies, cargo o u t t u r n  
rece ip ts  ( f i n a l  cargo r e c e i p t ) ,  invo ices f o r  cargo. 

I 

Georgia Por ts  Au tho r i t y  ; Application Number I 

j 
f 

~~ 

7 9 -  2 7  : Operations D i v i s i o n  
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 Dan Hrceivd Dare Completed 

JAN 1 9 1979 \MAR I 4 1979 

File is  arranged: I A lphabe t i ca l l y  by sh ip  name, by date. 

8. Monthly Rrferena, Rate 
One to six months old 

How often are records referred to which are: 
3-4 1 da I y ; Seven to twelve months old da l y  ; Thirteen to twenty-four months oid 

twenty-five months and older 1-7 ? 

Rate of Accumulation of Records 

i 
Letter-size drawers ; Legalsite drawers 12 ; Shelves ;Other (Joecrfyvl 

AR--50-77 .  Rev. 78  (Over1 

i 
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11. Retention Requiremen:s The following requires the series to be kept: 

years. d. Audit period years. a. State Law 
5. Slatute Qf limiration 7 years. e. Administrative need _-years. 
c. Ccdmral !S;Y - years. f. Federal retention instructions years. 
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, .~ 
Attach cocy or zxcerpt of lab..,: or regulitions. Explain administrative need. ' 

~ . ~~- - .  . -  . ,  
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every .six.months ! 
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. This agancy recommends that  the file~ieries'be cut ort a t  the end of each: I 
rear; a Ottiq then, 

1 These instructions apply to  all prior and future accumulations of the series. 

Agency - Hcad/Oedgnae - 6ignarurel 1 Date 1 Records Management Officer (Siqnarvrel Date 

! 

I . .  

State Records Committee (Signature) Date . .  
. /  

: Remmrnandations in Dara- 
graph 12'3re approved. 
flf dkppmved, attach letter 
of explanation.) 

1 

! Attorney General/Designee 
- ---. - - ~  _. - -- -. . .- . . -_ .-.- ~ ~ 

' I  


